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Revised April 2004 Total time elapsed:  50-180

1.  Mgmt starts
hiring action for

GS/FWS
employee

4.  FMG/REA
determines

funding
1-5 days

5.  SF-52 Committee
reviews request if

required
1-15 days

6.  REA/FMG
finalize funding

1-3 days

2.  Mgmt creates
SF-52, develops PD

and determines
recruitment source(s)

3.  CHR logs in
SF-52 into

tracking system
1-2 days

7.  CHR
transmits action

to HRSC
1-3 days

9. HRSC reviews
position

15-30 days

11.  HRSC enters
position into Priority
Placement Program

(PPP)
2-3 days

8.  Is the
position

classified

10.
Classification

supported

No

NoYes

Yes

Non-status ‘Recruitment Loop’
30-50 days

24.  Employee
Reports to work

15-45 days

13.  CHR prepares
crediting plan/job

analysis with mgmt 
5-10 days

12.  Is
there a

PPP hit?

12a.  Registering
activity determines

qualifications
2-5 days

12b.  Hired by
CHR

15-45 days

No

Yes

14.  Management
reviews and
ranks skills
1-3 days

15.  Flyer/
Announcement

Posted
14-28 days

16.  Announcement
ends

Not qualified

20.  Manager’s
response?

19.  Mgmt reviews/
interviews
candidates
10-30 days

21.  HR Specialist
makes job offer 

1-3 days N
o 

Se
le

ct
io

n

22.  Background
check and drug 

test (if necessary)
1-10 days

23.  CHR negotiates
release date with

losing activity
1-3 days

Selection

17a.  HRSC prepares
multiple certificates

status list
10-20 days

17b.  HRSC prepares
non-status list

20-30 days

18.  HRSC forwards
certificates to mgmt

1-3 days

Key:
CHR- Civilian Human Resources, USUHS
FMG- Financial and Manpower Management
HRSC- Human Resources Services Center
SF-52- Standard Form 52, Request for Personnel Action
REA- Office of Research (Grant Funding)
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